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Office of Administration
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395-7202

4 NAME OF PERSON WITH WHOM TO CONFER

Steve Rudzinski

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U S C 3303a the disposal re
quest, mcludmg amendments, 1S approved except for items that,may
be stamped “disposal not approved” or “withdrawn™ in co!umr‘

i) , [0/7/53

Duare Archivislof the Unidd States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

I hereby certify that | am authorized to act for this agency in matters pertaning to the disposal of the agency’s records;

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specmed.

("] A Request for immediate disposal.
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B Request for disposal after a specified period of time or request for permanent

retention.
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\ OFFICE OF THE SPECIAL RBPRESYNTATIVE FOR TRADE NEGOTIATIONS

he Office of the Special Representative for Trade
gotiations was established as an agency in the Executive
Offiice of the President by the Trade Act of 1974 (88 Stat.
1999& 19 U.S8.C. 2171), which was signed into law on January
3, 19%@. The Office carries out its functions under the
authori%y of the Trade Expansion Act of 1962 (19 U.S.C.
1808) and the Trade Act of 1974 and under authority
delegated\Py the President in Executive Order 11846 of March
27, 1975, S amended.

The Office ié\headed by the Special Representative for Trade
Negotiations, \a Cabinet-level official with the rank of
ambassador, whd\gs directly responsible to the President.
In addition, the Office consists of two Deputy Special
Representatives for Trade Negotiations, also with the rank
of ambassador, and professional staff.

)

Established by, and‘\nder the direction and control of, the
Special Representative \for Trade Negotiations are three
interagency committees: The Trade Policy Staff Committee,
the Trade Policy Review\\Group, and the Trade Policy

Committee. \\

N\
The Special Representative, for Trade Negotiations 1is
responsible for supervising \Qnd coordinating the trade
agreements program and directs U.S. participation in trade
negotiations with other countriesy

\\\
N
N R

Records Common to All ‘0ffices

AN
DN

/1. personal Papers. N\

N\

Papers of a private or nonofficial characéér which pertain
only to an individual's personal affairs\¢hat are kept in
the office of an STR employee will be clearl§\designated as
nonofficial and will at all times be filed separately from
the official records of this office. In cases Where matters
requiring the transaction of official business ate received
in private personal correspondence, the portions of such
correspondence that pertain to official business “\will be
extracted and made a part of the official files.
TEMPO i N Wﬂn

RARY. DlsposeA en ho longer needed.

J 2. Program Reference Material.

The program reference material consists of extra copies ofy\
record material retained solely for convenience of ©

\
\

\



eference; information and reference copies of
dgrrespondence and other papers on which no action is
necessary; preliminary drafts of letters, memoranda,
repoxts, studies, preliminary worksheets and informal notes
that not add significant data or substance in the final
steps wf the preparation of an official record; shorthand
notes, ingluding stenographic notebooks and stenotype tapes,
that have en transcribed; abstracts of correspondence,
route slipsy and letters of transmittal that do not contain
significant 1Information; stocks of publications and
X . . . . .

processed documgpts maintained for distribution purposes;
catalogues, tra‘g\ journals, and other publications or
printed material \{eceived from other Government agencies,
commerical firms, or\private institutions, which require no
action or supplement ng\éffiCial record.

TEMPORARY. Cut-off every Z‘years.
Destroy on '\th?en 2 years old or when no

longer ne ed,\\hichever is sooner.

iles. N\

J 3. Correspondence N

The correspondence files contain copies of routine inquiries
(from the public, referrals from thé\@pite House, Congress,
and other Government agencies), repligs thereto, background
materials for formal informational Releases and other
correspondence in which no unusual administrative decisions,
policies, or efforts are invaglved.

TEMPORARY. Cut-off eve
Destroy o

2 years.
site when 2 years old.

Restrictions: Records: Records marked {Eusiness
Confidential"” in the files of the Office of the“§pecial
Representative for Trade Negotiations. No one may ekxamine
these records or be given information from or copies of “them
except by permission of the Chairman, Trade Information
Committee, Office of the Special Representative for Tra&é
Negotiations. Specified Dby: Office of the Special\\\\
Representative for Trade negotiations.



Records of the Management and Administration Section

hese files reflect the Management and Administration
S&ction's responsibilities for the ongoing review and
prégaration of the STR budget and in coordination with the
DepaxXtment of State, the ongoing review and preparation of

With th assistance of the Executive Office of the
President, Office of Administration, this section 1is
responsible\for processing and handling all personnel and
financial tr¥nsactions for STR. With respect to the MTN,
this section iM\ directly responsible for +the coordination
with the Depadxtment of State of MTN Washington-based
personnel and finNapcial transactions as well as general
overview of such Gegeva transactions.

4, Budget Preparatio Presentation, and Apportionment
Files.

Budget preparation, presenation, and apportionment files
consist of budgets for STR, , the Kennedy Round, and ADP
Services. Included in these Niles are hearings, Statements
of Financial Condition (SF 220) ;\Report on Budget Execution
(SF 133); Apportionment and Reapp&rtionment (SF 132); budget
amendments and supplementals; polNcy and allowance letters
from OMB; and various other subject Niles on the formulation
of these budgets.

TEMPORARY. Cut-off eve fiscal year.

Destroy site when 4 years d.
5. Administrative Management Subject Files.
Administrative management files consist o internal

directives, organizational charts, and various otMer subject.
files relating to administrative management. The Xiles are
arranged alphabetically by subject. V) ¢ p+./,ﬂ,.'

PERMANENT. Cut-off ever
(Eransfer to” EOP Depository every U4 years)
ransfer o FRC every U4 years.
NARS when 10 years old.
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Neg ohiakions
Records of the Special Representative for Trad%ALSTR)

The\Special Representative for Trade Negotiations (STR) 1is
the \'chief representative of the United States for each
trade \gegotiation," and is charged with "all activities
consistyng of, or relating to, the negotiation or
administ¥ation of trade agreements which primarily concern
trade" Nad which are concluded under the President's
Constitutiogal authority, the Tariff Act of 1930, and the
Trade Expans{\on Act of 1962 or the Trade Act of 1974.

The STR by RwW reports to the President and the Congress.
By Executive Ord¥§r 11846, he is also designated as Chairman
of the Trade Pojicy Committee, a Cabinet-level interagency
organization. The TR coordinates and consults with the
Chairmen and Seniox Minority Members of the Senate Finance
and House Ways and Medps Committees, as well as with the
five members of the\Liaison Committees appointed by the
Speaker of the House ofz\ppresentatives and the President
pro tempore of the Senat®., On an issue-by-issue basis, the
STR also works with other *Qpbers of Congress, as necessary.
The STR position was creéﬁ;d to provide even-handed
coordination and implementatidn of policy in the trade area
of international economic relatlxps. Accordingly, a large
component of the STR's responsib¥Ylities is the coordination
of diverse and often-conflicting views of domestic industry,
agriculture, labor, and consumer s\ as well as Federal

agencies, in the international trade

6. STR Subject Files. \\\

The subjects are arranged alphabetically g\\commodities and
other topics dealing with trade. The fil&g contain copies
of internal briefing material, minutes of cabjnet meetings,
memoranda to the President, copies of Calinet Economic
Policy Group papers (chaired by Treasury), and copies of
various press releases and speeches. Also inclyded in the
subject file is the Trade Policy Committee (TPC)K\records,
consisting of notices of meetings, agenda, briefin& papers,
\

PERMANENT. (fransfer to EOP pository upon departurgd, of

Transfer
Ambassadop”
Offer t9/”NARS when 12 years old.

FRC upon departure of




\vhpgical Files.

This file contains\bggies of correspondence and internal
memoranda signed by xthe Ambassador. The file is arranged
R Computer Section.



Records of the Deputy Special Representatives for Trade

he role of the Deputy Special Trade Representative (in
Washington) is to oversee the domestic policy-making
fuiqyctions of the Office. The Deputy STR also chairs the
Tra¥e Policy Review Group (TPRG), which 1is made up of
assidtant secretaries from the Executive departments, and
deternm§nes the U. S. Policy positions on important MTN
issues §nd other trade matters (such as import relief cases
and unfdjr trade practice cases). Issues which are not
agreed upét\in the TPSC are also referred to the TPRG.

9. Deputy TR Subject Files (in Washington).
\\
The subject fildgs are arranged alphabetically by commodities
and other topics)\ The files contain correspondence received
from and sent to ogher Government agencies, memoranda from
the STR staff, cQpies of internal office memoranda and of
memoranda between the&yDeputy Ambassador and the President.
Also included in the Sybject file is the Trade Policy Review
Group (TPRG) records cofgisting of notices to agency members
of meetings, agendas, bNefing papers and discussion option
papers and summaries of m&etings (including summaries of
decisions). | \§+/ga
PERMANENT. Cut-off every 2 yjars.
Transfer to EOP 5e\¢sitory every 2 years or
upon departurge”of the Deputy Ambassador)
Transfer to FRC every years or upon departure
of the Degputy Ambassaddyg.
Offer ¥0 NARS when 12 yéxfs old.

The Deputy Special Trade Representé\gve (in Geneva) is
responsible for all personnel and resourdgs of the Geneva

office. The Deputy STR is also responsible for
implementation of all Washington-developed TN negotiating
strategy and instructions. \\\

10. Deputy STR Subject Files (in Geneva). \\

The subject files are arranged alphabetically by ;\\ odities
and other topics. The files contain correspondence rom and
sent to other government agencies, memoranda from STR\gtaff,
and memoranda from the Deputy Ambassador to the Presidégt.

\

o\

PERMANENT. Cut-off every 2
Transfer to
upon depar

Depository every 2 vyears \Bx
re of the Deputy Ambassador. N

\N
D\

W\

D



Transfer to FRC every ears or
the Deputy Ambas

11. Deputy STR Chrond

This file contains copies ~ correspondence
memoranda signed by the DePwty Director.
arranged chronologically. yJ‘ )

PERMANENT. Cut-off every 2 years LN
(Transfer to EOP Depbsitory
u

ty Ambassador.
Offer of NARS when 12 years old.

upon departure

and internal
The file is



Records of the General Counsel's Office

files of this office reflect its responsibilities for
the analy51s, formulation and solution of 1legal problems
ng to the 1mplementat10n of the Trade Act of 1974; the
qtion of various provisions of domestic law dealing
hiffs and trade; the implementation of international
i including the GATT; the preparation of
1nternat10‘al agreements; substantive responsibility for
subsidies A countervailing duties, section 301 of the
Trade Act; WwWnd a broad range of other 1legal matters
pertaining to\the conduct of international trade. The
office reviews a1 position papers produced in the STR
office, prior to\their interagency consideration, for legal
implications. X

The office is responé\qle for coordination of official STR
views on legislation 1n\lud1ng preparation of legal briefing
books.

The office prepares, in cookdination with other STR offices,
all Executive Orders, &xal Register notices, and other

The office 1is responsible for\ reviewing requests for
information under the Freedom \3 Information Act and
ensuring STR compliance with the Actyand and all security
requirements, and for all other lega\gmatters pertaining to
the internal operation of STR. X

12. General Counsel's Subject Files.

The files are arranged b subject coveringl\all areas of
legal matters pertaining to international %rade such as,
adjustment assistance, trade agreements, 3%, subsidies,
countervailing duties, agency legal matters, Y Executive
Orders, Proclamations and legislation. The Ales also
contain copies of State Department telegramyg, GATT
documents, USITC reports, and computer printouts rela®jng to
the General Counsel's responsibilities. x_. ¥ c“'P+'/7“ 

PERMANENT. Cut-off every 2
Transfer to E
Transfer tg
Offer to

@ars.

Depository every 2 years.
RC every 2 years.

RS when 10 years old.




135\\Freedom of Information Act (FOIA) Reports Files.

This fidNg contains annual reports to the Congress at the
agency levw
PERMANENT GRS w/\qa.
’ tory every 2 years. (soma)
unﬂ»ndakdegmuqﬂ

5 r ; M In agem
RCOrds co-n:h'b § le “:;r whm IS years' o wk‘td@v&- is
14. Section 301 of the Tradi,

Act Case Files (Unfalr Trade
Practices). <

This is an alphabetical file by suﬁ“agt, country or company,
and  docket number. The file comgains petitions from
\\ct public hearings

the final outcome of the case. Also incli
semi-annual reports to Congress concerning
reviews undertaken. Vleu.F+l%r

egd are STR's
‘ng status of

PERMANENT. Cut-off every 2 year
Transfer to EOP De
Transfer to FRC
Offer to NARS

sitory every 2 years.
ery 2 years.
en 15 years old.
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Congressional and Public Affairs Files

e files of the Congressional and Public Affairs Office
lect its responsibility as chief public spokesman for the
on trade negotiations and policies. The office is the
ipal advisor to the STR on all aspects of Congressional
with the mulitilateral trade negotiations (MTN) and
rade policy matters within the jurisdiction of STR.
The offiNe is also responsible for maintaining day-to-day
liaison ith all appropriate Congressional Committees,
members an

In addition, e office 1is responsible for keeping the
public inform of all U. S. trade policies, decisions,
actions, negotiaZions and other activities of STR. This
includes approvi and writing press releases, speeches,
articles and other Rublic statements, arranging and holding
interviews, backgrould conferences and briefings.

V/HS. Congressional Infd¢mation Files.

The Congressional files cdpsist of copies of Congressional
scorecards, (summary of Ngction wunder Trade Act of 1974),
legislation dealing with tra¥e such as Oversight Hearings
and statements before ¥, Congressional committees,
Congressional Delegation (CODEL) telegrams, biographical
sketches on various congressme}, and confirmation hearings
for the Ambassador and Deputy Ambdssador.

TEMPORARY ., é)Destroy on sit ODEL \ﬁlegram when one year
old. \

E>Destroy o

files whtn 6 years old.

v/16. Congressional Correspondence Files.

See Item 34 (a) of this schedule.

V/17. Public Information Files.

The public information files consist of a compleﬁlx
STR formal information releases and publications,\
press releases, press conference transcripts,

speeches, and 1indexes thereto. The files
chronologically.

5
PERMANENT. Cut-off every =% yegars. S
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Offer to NARS whig/ﬂ/ﬁg;rs old.
Normation Subject Files. GRS |l\’

(sub
The informatdeg _subject files are arranged alphabetically f)
and contain subsgcts that are formally designated the
responsibility of th®QRublic Affairs Office such as the
historical file on STR.

PERMANENT. Cut-off every 4
Transfer to Ef ; every U4 vears.
Transfer ite Moy
Offer to”NARS when 8 years old”“
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=~ Records of the Multilateral Trade (MTN) Coordinator

The Niles of this office reflect 1its responsibilities for
the eration of the President's Advisory Committee for
Trade gotiation (ACTN), and for coordination of STR's
advisory\ relationships with the private sector. The office
also carrNes out joint management responsibilities in the
operation f private sector advisory committees with the
Departments Rf Commerce, Labor, and Agriculture.

The Director o
negotiation po
(MTN) , for STR

thlS office is also responsible for sector
iCY in the Multilateral Trade Negotiations
i on service industries, and for

and contain the ACTN
historical file on ACTN, MTN

s, and minutes of meetings. VY ou.FG-(
\ accymu ghm

charter, advice files, \
general information, agendd

PERMANENT. Cut-off every U Years.
(Transfer to EOP D¥pository every i years)
Transfer to FR2 evdry 4 years.
Offer to NAR R vears old.

20. MTN Subject Files.

a. These files are arranged__by \ and contain

broad overall policy objectives to techMical aspects of MTN
negotiations policy on particular products\relating to trade

policy Cduﬁo\J Yokyo Round '/‘”“)a Ven. H'/'jf' A

PERMANENT. Cut-off every 2 y
(Transfer to EOP Depository every
Transfer to C every 2 years.
Offer to NARS when 12 years old.

’/ b. The files also contain copies of GATT do\
USITC reports, State Department telegrams and b
papers, and computer printouts on various commody
relating to the MTN Coordinator's sponsibilities.

TEMPORARY. 1) Destroy on site

papers and prj«ftouts when 2 years old.
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and _ATT documents will be

% USsSIT _reports

TEMPORARY. Destroy on iifs/yheﬁ 2 years O
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Records of the Textile Policies Development,
Multifiber Textile Negotiations Section

The fidzes for this section reflect its responsibility for
istration and development of U.S. textile policy.
sible for U.S. obligations under the Multifiber
and will conduct negotiations and/or
bilateral basis with the foreign

Arrangement
consultations

The subject files are \ alphabetically by textile

commodities = (i.e., Q€ fishnets, man-made fibers,
etc.), countries, and advi 1 committees. Also included in
the subject iles are MR tifiber Arrangement (MFAa) ,

Bilateral Textile Agreement\\\countervalllng duties and
petitions on duties. The ih& contain correspondence
received from and sent to other Go<§rnment agencies, private
industry and the public, and ingernal office memos on
updates of activities relating to tex“fle items. The files
also contain copies of GATT documen RS State Departmen
telegrams and briefing papers, and comps-er printouts o
various textile commodities relating to the\aextlle Policies
Section's responsibilities. Yz cu M. /ye, A

PERMANENT. Cut-off every 2 ye
(Transfer to EOP
Transfer to F every 2 years.
Offer to N when 5 years old.



15

s Records of the Agriculture Trade Policies, Commodities
Analysis, and Agriculture Advisory Groups Section

The es of the Agriculture Section reflect its
responsiQilities for the development and coordination of
U.S. agriultural commodity policy on a multilateral and
bilateral asis and on the development of U.S. strategy in
the Multildteral Trade Negotiations (MTN) and its
responsibili for the analysis of USITC reports on Section
201 of the TraNle Act relating to agriculture.

22. Agriculturel(Subject Files.

The subject files Ne anged alphabeticall countries,
commod;t;es (i. e.,'&cotton, dairy, fruits and vegetables,

grain and feed, llves\ock and livestock products, oilseeds
and _eggs, and tobacco) _and other
lture. The files contain
correspondence recelved\ from and sent to other government
agencies, private 1ndustr\x and the public, memo of record
for the file on telephoﬂe conversations, position papers
prepared on various agr1cult~ e commodities, and internal
office memos on updates of activities relating to
agriculture items. The files also contain copies of State
Department telegrams, GATT dOsuments, USITC reports, and

§

computer printouts on various comhodities relating to the

Agriculture Section's responsibililies. |ew F-\-./zsr.
PERMANENT. Cut-off every
Transfer to i x_every 2 years.

Offer

//23. Private Advisory Committee the Agriculture
Policy Advisory Committee (APAC) and khe Agricultural
Technical Advisory Committees (ATAC's). X%

These files contain copies of agendas, minutes meetings,
hearings, and information on agricultural indystries and
associations. The official files of the APAC and %he ATAC's
are maintained by the Department of Agriculture.

TEMPORARY. Cut-off every 2 y

Destroy w 6 years old.



Records of the Industry Policy for Sectors and
Products, Industry and Labor Advisory Group Section

The iles of the Industrial Section reflect its
respondibilities for the development of trade policy with
respect \to individual industrial sectors and products,
includin escape clause cases and other current trade
issues, wh\ch may include the negotiation of agreements
covering specific industrial products and policy
coordinationN\of the implementation of such agreements.

24, TIndustry

bject Files.

The subject files\are arranged alphabetically by commodities
(which coincides \with the Industry Sectors Advisory
Committee numbers,¥% such as, lumber and wood products,
industrial chemicals} synthetic rubber, leather and 1leather
products, and iron &d steel forgings). Included also are
subject files on GQvernment procurement, Adjustment
Assistance, American %.lling Price (ASP), and Headnote
Committee on Tariff Sched¥yles of the United States. Files
are maintained on speciay bilateral trade flows with major
trading .partners and witR, economic, tariff, and trade
information. ‘

other Government agencies, priva%e industry and the public,

memo of record of telephone con%ersations, position papers

prepared on various industrial items, and internal office

memos on updates of activities relatdfing to industrial items.
"'\7 &W’H‘/yrp

a. PERMANENT.

b. The above

copies 2 Department
telegrams. 3

v/ TEMPORARY. Destroy on
informatio
part of

onths the
an integral

every six
copies which are not
e subject files.

v/c.The above files also contain computer printouts on
commodities relating to the Industry
responsibilities.
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TENPORARY. Destroy on site zgen//g:;erseded by updated
information.

/ dl The
MTN /TP
GSP and

ove files also contain drafts of working papers,
position papers, briefing books and talking points,
rade Law program hearing notes.

Destroy on site
briefing book

drafts after final paper,

TEMPORARY.
; tase or report is issued.

%

25. MTN/TPSC apers Briefing Books.

The briefing b§yks contain the final MTN/TPSC position
papers, talking \points on specific countries, commodities
and subjects. A\

PERMANENT. (Transfég epository every year)

Transfer Yo ERC every year.

26. ITC Case Files on Togde Laws.

The files contain ITC cagesN\and hearings materials on Trade
Laws requiring STR-TPSC oversight review and STR
recommendations to the Presidept. (TPSC is holder of final

report materials). The files e arranged alphabetically by
commodity. Va ““F""/S"
PERMANENT. Cut-off after ca is}completed.
(Transfer to E ry 1 year after case is
completed)
Transfer £o FRC 1 year afffer case is completed.
Offer NARS when 4 yearsyold.

v 27. Private Advisory Committee files on %he Industry Policy
Advisory Committee (IPAC), the IndustRly Sector Advisory
Committees (ISAC's), the Labor licy Advisory
Committee (LPAC) , and the Labor Sgctor Advisory
Committees (LSAC's).

The files contain copies of agendas, minutes o
hearings, Industrial Sector Advisory Reports
number, telegrams, and correspondence. The offic
of the IPAC and the ISAC's are maintained by the D
of Commerce. The official files of the LPAC and the
are maintained by the Department of Labor.

meetings,
SAR's) by
1 files
artment
LSAC's

TEMPORARY. Cut-off every 2 years.
CTransfer to EOP Depository every 2 years)



Destroy whe

18
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Records of the Bilateral Relations, Less Developed
Countries, and Generalized System of Preferences
Section

This &ea has overall responsibility for all phases of U.S.
relatiogs with developing countries including multilateral
trade reNations with less developed countries and non-market
economies. wﬁhdditional areas of responsibility include
Tropical PXpduct Negotiations and the Generalized System of
Preferences.

28. Generalized System of Preferences (GSP) Files.

The files are arradged alphabetically b product compan
and country and comgist of correspondence between domestic

concerns and represen®ative groups for the Less Developed
Countries. This coXgespondence takes the form of a
petitioning process resuf\ting in the acceptance of legal
briefs and rebuttal ca3gs to the files. Included in the
files are originals of withqrawals of petitions and copies

of some case decisions. \:lso included are copies and
originals of position papers dg GSP items, State Department
telegrams, USITC reports, test”‘ony and press releases. <

N o - & cn F!./yr.
PERMANENT. Cut-off every 2 yeafsy
(Transfer to EOP Peposilpry every 4 years.>
Transfer to ERC every U ¥ears.

Offer to NAKS when 10 yeax\‘old.

e\
2,

29. Tropical Products Files. AN

N,
The files are arranged alphabetically by t¥opical product
and reflect the concerns of the United Stdtes to provide
preferential treatment to Less Developed Syntries on
tropical product offers. These files consi®t of both
original and copies of correspondence betweerly, STR and
private sector advisory groups representing, %ndustry,

agriculture, and labor. Included in the files aré State)

Department telegrams, issue papers, informational item§ from
the Tropical Products Subcommittee a files by countr }\

Va en B Yre\

PERMANENT. Cut-off every 2 ye
Transfer to EOP Pepository every # years. \\
Transfer to FRC every U4 years. AN
Offer to NA when 10 years old. :



The es are arranged alphabetically by country and

subject. These files consist of memoranda of agreement
and/or conMgrsations and meetings between countries. They

general overview policy questions and State
Rgrams. 3 o Bt ye.

also includgy,
Department tely

PERMANENT. Cut-O0%f .every 2 years«
Sx_to EOP Depfository every U years)
Transfer every U4 years.

Office to BXRS when 10 years old.

the imposition or threatened impos}‘
measures by other countries. 3 o

N

epository evely
C every 4 years.
S when 10 years old.

PERMANENT. Cut-off every 2 vears.
Transfer to EOP
Transfer to
Offer to



Records of the Policy Review, Economic Analysis
and Policy Development Section

The file)\ of this office reflect its responsibilities for
broad poNcy reviews and analyses. The purpose of its
functions 1§ to assure that negotiating positions plus other
activities o STR fit into an overall coherent policy
framework. Nt also serves the function of placing the
negotiations wdthin a broader domestic and international
context while \}Foviding liaison with other elements of the
Government. \
W

The office maintainx\a broad range of skills focusing on
economic analysis, “gomputer technology and translation of
analyses into policy and vice versa. The office has created
and maintained an MTN c@pmputer data base in Washington and

Géneva. The office aXsO provides a focal point for STR
participation in the Orgamization for Economic Cooperation
and Development.

32. Subject Files.

a. Multilateral Trade Negogiations (MTN) and Bilateral
Trade Negotiations. is file 1s _arranged
alphabetically by  maj topic areas and by

eo i ocation and con§alns economic analysis
and analysis of policy apprfaches to various trade
items.

| ew €4/ ye.

PERMANENT. Cut-off every 2 y
(Transfer to EOP

b. Industry Section Advisory Committees (
file 1s _arrang X
contains analysis and communication betwe
ISAC members. Also included are originay
and position papers on major commodity &
issues that were prepared for the Ambassado
addition there are analytic studies on po
issues of upcoming negotiations. |°-F+/gy.

ta

PERMANENT. Cut-off every 2
CTransfer to Depository every 6 years)
Transfer to”FRC every 6 years.
Offer to MNARS when 12 years old.
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y//3 Organization for Economic Cooperation and Development
) Files.

ile 1is arranged alphabetically by subjects and trade
i.e., grain development on various strategies or
approachgs to trade policy matters. Also included are
minutes o% summit meetings. Complete OECD documents are
available om the Department of State, EUR/RPE.

TEMPORARY. estroy on site when 6 years old.

34. KXennedy RoWnd Negotiations Files.

a. Subject \\iles. This file is arranged by

partici Rag ountrv, geographical area and
exceptlons, \nd provide the bulk of record material
for the Kenndgdy Round Negotiations. Such materials
as technical gconomic analysis, alternatives to
policy approac~ed and minutes of etings are
included. (one- \a.cc Flew — no ‘mcreass
PERMANENT. Cut-off every Nyéars.

(rransfer to EQF Nepository every 12 yearé)

Transfer to-FRC eNgry 12 years.

Offer to MARS when“\ﬁ years old.

b. Excqptions and Offers. TXis file 1is arranged by
organizations, exceptionsg and offers and also
alphabetically by the subjec§ that the exceptions
or offers are concerned Nth. This file also
includes the Kennedy Round \Negotiations offers
(axrranged by geographic 18¢ations) ; European
Economic Community position pape”\ on exceptions to
the Kennedy Round Negotiations ¥ sector; Less
Developed Countries exceptions \ (arranged by
country); and minutes of meetings o, the Kennedy
Round Negotiations and the Ordgniztion on
International Trade and Investment Polih\.

PERMANENT. Cut-off every 2 years. \\

@hansfer to EOP Depository every 12 yeak s)
Transfer FRC every 12 years.

Offer to”NARS when 25 years old.
35. Computer Section Files. \

N\

AN
a. Correspondence File. This unit's responsibility i3 R\
to track and monitor STR correspondence.
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This file consists of all correspondence from the
public, industry, Congress and government agencies
addressed to STR requiring the signature of the
Ambassador (except invitations and other personal
ymail). Also included is STR originated
worrespondence signed by the Ambassador to the
P¥esident, and statistical reports generated by the
hputer Section.

o{les are arranged alphabetically by subject

consis¥{ing of incoming originals and outgoing
copies Yyellow). Internal office memos and memos
to the PRlesident are filed chronologically together

Each piece"i of correspondnece 1is coded into the
computer by dyte of letter, author, topic, date of
reply, and b¥ name of constituent in the case of

congressionals.y, The computer can call up the
letters by dateg authors, topics, or dates of
reply. N
PERMANENT. Cut-off every 2 dow P4/ yp
Transfer to EOP D&pository every 2 years.
Transfer to FE XY 2 years.
Offer to NAR R years old

(1) Congressional Chron Filx This file contains
copiles (pink)  of Retters to congressmen
arranged alphabetically name. This file was
established at the requesty of the Ambassador
for reference use after the\MTN. (i.e., if the
Ambassador wants to xhich commodities a
particular congressmep”is int& i \owP{/bn

35
PERMANENT. Disposition same 4ds 3#(a) above

(2) Chron File. is file contains cop¥es (pink) of
correspond ce other than congressidy It is

PERMANENT. Disposition same as }K(a) above.

b. Trade Negotiations Files. This wunit
Computer Section generates reports
requests and on Foreign offers and
commodities. The source data for these reports %
obtained through the Trade Policy Staff Committeel
This material is filed alphabetically by country.
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Chere are also reports generated from the
adustrial Sector Advisory Committee (ISAC) and the
ticultural Technical Advisory Committee (ATAC)
are used for the Industrial Sector Advisory
ts (ISAR's). This material is filed
alphafetically by commodity and is obtained from
\C and the ATAC. A complete file of the U.S.
) and foreign offers and requests is
maintaindd by the Interagency Trade Policy
Coordinatdn, MTN Implementation Section. ’U*QVSﬂ

PERMANENT.  Cut-off % ¢
(rransfer )epository every 6 years.7
Transfer t

c. Trade Action Monlkorlng System (TAMS) Files. This
unit generates tNe Trade Action Monitoring System
(TAMS) which consis®%s of three reports that are
filed . in the " : file and are
periodically updatedd, The reports are: (1)
Petitions on various % sections of the 1974 Trade
Act, such as, Escape ¥ Clause (Section 201),
Antidumping, Countervail¥ng Duties, Unfair Trading
Practices (Section 301 cas§s), and Unfair Trading
Practices (Section 337 kgases). (This report
illustrates the progress o% each case and the
position of each case in the Rrocess of determining
the final decision. ) (2) Rpreign TAMS, which

drticular commodity

of a country and the date of implementation of the
action described. (3) Genergl System of

Preferences, which is an _update by'ﬁetltloner. chF45r,

TEMPORARY. Destroy on sit hen 5 years old:i

d. Trade Advice File (TAF). The Trade Agdvice File
(TAF) was created to enable the STR staffi to access
information and advice obtained from tRe private

sector on specific commodities.

The TAF consists of information extractedy from
copies of correspondence from the private sect¥
STR that contain trade advice on spee\ ic
commodities. This correspondence is coded by ¥
last digit of the calendar vyear, Julian dat‘
assigned number, and is cross referenced with
number of variables.
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Generalizedhgystem of Preferences (GSP) File. The
GSP informatI™y report is updated periodically and
printed out by ©Thg Trade Schedule of the U.S.
(TSUS) number, count and by commodity.

TEMPORARY. Cut-off every
Destroy on si



Records of the Interagency Trade Policy Coordination,
Mul®N lateral Trade Negotiations (MTN) Implementation Section

The fNes in this section of STR reflect its
responsitlities for the Trade Policy Staff Committee (TPSC)
and its vajious subcommittees and task forces. This section
is also Ythe focal point for direction of the MTN
negotiations;\coordination of all General Agreements on
Tariff and Thade (GATT) activities; and is responsible for
product standardg, safeguards, quantitative restrictions,
import licensing, customs matters, antidumping, and
nontariff measures*;ot dealt with multilaterally.

36. Trade Pol;;z»Staif Committee (TPSC) Files.

a. Trade Policy S

‘:ff Committee (TPSC) Master Files
(1) The TPSC mastly file of position papers is
v/ arranged numericalN by assigned document number.
These cover many sublyects and are not limited €0
commodities or countrB®gs. Included in the file are
the "Action Record" (f¥{nal approved document) , one
copy of the distributed X

PERMANENT. Cut-off every :
Transfer to i »every 5 years.
Transfer X
Offer

(2) The TPSC public informatio;\

briefs and statements received A
sector in response to Federal Regilgter notices
requesting information on particular sufjects or in
connection with public hearings heXd by the
Committee. These files are separated int}ysections
dealing with each notice or hearing, % are
arranged either  alphabetically’® or

Schedules of the United States (TSUS)

schedules.

PERMANENT. Cut-off every ve
Transfer to EQP " Depository every 5 years.
Transfer to C every 5 years.
Offer to RS when 15 years old.

b. Trade Policy Staff Committee (TPSC) Subcommittee
Files. The files of the TPSC subcommittees (or
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working groups) are arranged by subjects, such as,
nontariff barriers, antidumping, countervailing
, duties, Government procurement, etc. The files
wcontain agendas, minutes of +the subcommittee

weetings, reports to the TPSC, and background
Merial used in formulating the reports to the

Ao B/ e,

pepository every 5 years.
RC every 5 years.

¥ KRS when 15 years old.

37. Country Files oﬂ\_

onYXRequests and Offers to the United
States on Tariffs

Qn Specific Commodities.

B

The files on requests and¥ffers to the United States on the
tariffs on specific commodjties are arranged alphabetically
by country (also included aki those requests and offers
between countries other than BRe U.S.). These files contain
copies of documents from the U.Rj. Geneva delegation, and the
GATT Secretariet which are usedy to assist in making policy
decisions. It is the responsibilty of this section to
distribute a copy of each of the abdye documents to the TPSC
members (8), each STR Section (4),

section.

and one to the computer

PERMANENT. Cut-off every yea

38. Annual Report Files.

Copies of Annual Reports of the President of ; United
States on the Trade Agreements Program prepar by the
Office of the Special Representative for Trade Negotf&;ions.nmr Y
N chrm‘osiul\ﬂ
PERMANENT. Cut-off every year. Ca- Ya¥/ye.

(Transfer to EOP D
ﬁbVﬁrﬁ Transfer to FRC &ve

Nﬁgg, Offer to NARS sfhen 15 years old.
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